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ITosiokenue 0 mopsiake paccMOTpeHHsl 00paleHHi rPakIaH B MyHHIIMNAIbHOE
aBTOHOMHOE JIOLIKOJIbHOE 00pa3oBaTe/ibHOe yupeskaeHne ropoga HoBocuoupceka
«dercknii  cax Ne 429« Tepemok»

Hacrosiee nosoxenue pazpaboTaHo /st MyHHLIUITAIBHOTO aBTOHOMHOTO JOLIKOJIEHOIO
obpasoBarenbHOr0 yupexaeHus ropona Hosocubupceka «Jlerckuii can Ne 429 « TepeMok»
(nanee — Yupexxnenue) B cooTBeTcTBUH ¢ DeepanbHeIM 3aK0HOM 0129.12.2012 No273-D3
«0O6 obpazoBanuu B Poccuiickoit enepauuny, YcraBoM YupexaeHus.

[Tonoxxenue onpenenseT U perilaMeHTHPYeT OPraHU3aLHio PaboThI ¢ OOpAIIEHUAMH TPaXKIaH
MX NpHeMa B YupexxJIeHHe, IpaBuiia peruCTpalliy, yueTa i KOHTPOJIS 38 MX HCIIOJHEHUEM,
MOPSIIOK OTYETHOCTH 0 paboTe ¢ mucbMaMu rpakaan. OOpalieHus rpaxaaH MocTynawoT B
BU/JI€ TIPEUIOXKEH U, 3asBIICHUH | Kaj00.

Ilpensoxenne - obpaiieHye rpaxan, HapaBJIeHHOE HA YIIy4lIeHHE e TeTbHOCTH
00pa30BaTEILHOTO YUYPEXKICHHS.

3asiBiieHHe - oOpallleHne B IeJIsX peau3aliy MpaB U 3aKOHHBIX HHTEPECOB rPaKIaH.
7Kanoba - obpamenne ¢ TpeGoBaHHEM O BOCCTAHOBJIEHHH IIPaB U 3aKOHHBIX HHTEPECOB
rpax/iaH, HapyIIeHHbIX IeHCTBUAMH JTUOO pelIeHUs MU JOJKHOCTHBIX JIHII.



1. O0uue moJI0KeHusl.
1.1. Bce moctynatomue B YupexaeHHe oOpalieHus rpakKaaH U JOKYMEHTBI, CBsI3aHHBIC C X
paccMOTPEHHEM, IPUHUMAIOTCS U YUYUTBHIBAIOTCS paOOTHUKOM, OTBETCTBEHHBIM 32
JEIIOTPON3BOCTBO, B JICHb UX MOCTYIIJICHHUS.
IIpum sToMm:
*MpoBepsIeTCS MPABWIIBHOCTh COJIEPKAHUS KOPPECIIOHCHITUY;
*BCKPBIBAIOTCSI KOHBEPTHI, TPOBEPSICTCS HATUYNE B HUX JIOKYMEHTOB (pa30opBaHHBIC
JTOKYMEHTBI *TIOJIKIIEUBAIOTCS), KOHBEPTHI TTOAKATIBIBAIOTCS M COXPAHSIOTCS ¢ OOpaICHUSIMU;
*MOCTYNUBIIHNE JOKYMEHTHI IPUKPETUISIOTCS K TEKCTY 0OpateHus (B ciydae 0oOHapyKEeHHUs
OTCYTCTBUSI PUIIOKCHISI T TEKCTA JISNAETCS OTMETKA).
1.2. Cnyxe0Hble MHChbMa, TO €CTh JOKYMEHTBI Ha O(UIIMATIBHBIX OJIAHKAX WM UMEIOIINE
IITaMIT yUpEKISHUS (OpraHu3aIluy, MPEANPHUATHS ), HATPABISIOTCS PYKOBOIUTEIIO
YupexaeHus.
1.3.ITory4eHHBIC TOMTMHHAKY TOKYMEHTOB, a TAKKE IICHHBIC OyMaru 1 ACHbIH
BO3BPAIIAIOTCS TPaKIaHAM T10 aKTy.
1.4. IluceMa, mpucIaHHbIE HE 10 aJpecy, BO3BPALIAIOTCS HA MOYTY HE BCKPHITHIMH.
1.5. PykoBoauTENh 3HAKOMUTCS C COJCPKAaHUEM IMHUCEM, MMUIIET HA HUX PE30JIOLUH,
BKJIFOYAIOIIUE KPATKOE M3JI0KEHHUE BOIIPOC; (BOIIPOCOB), YKA3aHUS UCTIOIHUTENSAM IO
XapakTepy, NOPSAIKY U CpokaMm paccMoTpeHusi. Oco0oe BHUMaHUE yAeIsIeTCsl 00pallieHusM, a
TaK)Xe MIChMaM O HEYJAOBICTBOPUTEIIBHOM PACCMOTPEHUH MPEABIAYIINX 3asBIICHUN.
*Pab0oTHUK, OTBETCTBEHHBIH 3a ACIONMPONU3BOICTBO, PETUCTPUPYET MHCHhMa IPakK/IaH B
KypHajlaX perucTpanun. PerucTpaoHHbBIN (BXOIAIINI) HOMEP COCTOUT U3 MOPSAKOBOTO
HOMEpa MOCTYNUBIIETro oOparieHus. PeructpaiinoHHbIi HOMEpP U JlaTa MOCTYIICHUS
MIPOCTABJISIFOTCS B TIPAaBOM HIDKHEM YTUTy TIEPBOM CTpaHUIIbI MUchMa. Eciiu mucbMo
MEPECIIaHO, TO YKa3bIBACTCS, OTKY/Ia OHO MOCTYMUJIO (OT aAMUHHUCTPAIIMH, OpTaHa MECTHOTO
CaMOYTIpaBJICHUs, BBIIIECTOAIIEH OpraHU3alluy U T. 11.),
MIPOCTABJISTFOTCS €T0 UCXOISAINN HOMED U JaTa; BHOCUTCS KpaTKOe CoJIepKaHUE TTHChMa,;
JICAFOTCSI OTMETKH O (popMe M CPOKE MCTIOTHEHUS.
Ecnu 3asBuTENH TPUCITIAT HECKOIBKO TTUCEM, HO IO pa3HBIM BOIIPOCAM, TO KaXKIOMY ITUCHEMY
MIPUCBANBACTCSI OTACIBHBIA PETUCTPAIMOHHBIA HOMED. Ecin mocTynmmo HeCKOJBKO TTHceM
OJIHOTO U TOTO K€ COCP)KAHUS U OJTHOTO aBTOPA, TO PETUCTPAIIMOHHBIA HOMED
MIPUCBANBACTCSI OJIUH.
[ToBTOpHBIM OOpaIIEHUSIM TpaXKIaH MPU UX TMOCTYIUICHUH MPUCBAUBAETCS OUEPEAHON
pEeTHCTpaMOHHBIN HOMep. Ha oOparnieHnn neinaeTcss OTMETKA «IIOBTOPHOY WITH
«MHOTOKpaTHOY». [IOBTOpHBIMU CUMTAFOTCSI OOpAICHHMS, ITOCTYITUBIITNE OT OJHOTO B TOTO XKe
JIUIIA TI0 OJHOMY ¥ TOMY € BOTIPOCY, €CJIM CO BPEeMEHH ITOa4H ITEPBOTO NCTEK CPOK
PAcCMOTPEHHUSI WJTH 3asIBUTENh HE YAOBJICTBOPEH JAHHBIM €My OTBETOM.
[ToBTOpHBIE THCHEMA, KaK TIPABUIIO, CTABATCS Ha KOHTPOJIb.
[Ipu 3a60Te ¢ HUMU TOAOUPAIOTCS UMEIOIITHECS TJOKYMEHTHI TI0 0OpaIleHUsIM JJAHHOTO
3asIBUTEIIS.



[IrucbMa OJHOTO M TOTO XK€ JIMLA U IO OJHOMY U TOMY K€ 3alpoCy, MOCTYNHUBIINE JI0
UCTEUYEHHUSI CPOKA PACCMOTPEHMS], CYMUTAIOTCS IEPBUYHBIMU.
He cunrarorcs moBTOPHBIMYU MHCbMa OJHOTO U TOT'O K€ aBTOPA, HO MO Pa3HbIM BOMPOCAM.
[Ipu peructpanuu nucbma pabOTHUK, OTBETCTBEHHBIH 3a AEIIONPOU3BOICTBO, ACIAET KOIHUIO
oOpamienus. OpuruHai NOAIIMBAETCS B JE€JI0, a KOS NEPe1aeTCs UCIIOTHUTENIO IS
paboThI C MUCHMOM U TIOJTOTOBKU OTBETA.

2. PaccmoTpenne o0pamieHuii rpaxaaH.
2.1. ITuceMma rpaxkaan mociie 00pabOTKU M PETUCTPAINH TTEPEIAIOTCS Ha UCTIOTHCHHUE
paboTHUKAM YUpexaeHus!, Koria TpeOyeTcs: pellieHne PyKOBOICTBA - PYKOBOIUTEIIO
YupexaeHus.
2.2. JIOmKHOCTHBIE JIUIIA [TPU PACCMOTPEHUU MPEITIOKEHUM, 3asiBICHUHN U 5Kajio0 00s13aHbI:

**BHMMAaTEJIbHO Pa300paThCs B UX CYILIECTBE, B CIydyae HEOOXOIUMOCTH UCTPEOOBATh
HY>KHbIE€ JOKYMEHTBI, HAIPABJISATh pA0OTHUKOB HA MECTA JIJIs1 IPOBEPKU, IPUHUMATH IPYTHE
MephI 151 0OBEKTUBHOTO pa3pelieHusl BONpoca; *npuHUMaTh 0OOCHOBaHHBIE PEIICHUS 1O
oOparnieHusM, 00ecreYuBaTh KOHTPOJIb 38 CBOEBPEMEHHBIM U MPABUIILHBIM HCIIOJHEHUEM
ATUX pelIeHuil; *coo0IaTh rpaxaanaM, Kak MpaBuio, B MUCbMEHHON (OpMe O PEILICHUsX,
IPUHATHIX 110 UX OOPALLEHUSAM, C HEOOXOIUMBIM 0OOCHOBAaHUEM.

2.3. OtBeThl Ha 0OpaIleHNs rPaKAaH JAIOT UCTIOIHUTENH 32 HOMUCHI0 PYKOBOAUTENS
VYupexnenus. O xapaktepe u popMe 0TBETa CO00IIAETCsl pabOTHUKY, OTBETCTBEHHOMY 32
JEJIOMPOU3BOACTBO, KOTOPBIN AEIA€T OTMETKY Ha OOpAILCHUH.

2.4. ITuceMa, BepHyBIIHECS K paOOTHUKY, OTBETCTBEHHOMY 3a JIEJIONPOU3BOJICTBO, KaK
OIIMOOYHO HANPABJICHHBIE WJIM HE TIATEIbHO HUCIIOIHEHHBIE, BO3BPAILAIOTCS UCTIOTHUTEISIM
Ha J0paboTKy.

2.5. Ilucbma, 6eCCMBICIICHHBIE 110 COAEPKAHUIO, a TAK)KE HEKOPPEKTHBIE 110 TOHY,
NoI0MParOTCs B CIIELUATbHYIO MANKy U HE pacCMaTpUBaOTCA.

2.6. O0paienus rpaxxaan 6e3 MOANUCH U yKa3aHus (haMIIIiY, HE CoJlepKallie JaHHBIX O
MECTE UX JKUTEIbCTBA, PAOOTHI UM y4€OBbl, TPU3HAIOTCS AaHOHUMHBIMH.

AHOHUMHBIE MCbMA, KaK MPABUIIO, HE PACCMATPUBAIOTCS.

2.4. ITpennosxeHusl, 3asiBIECHUS U KaI00bl rpak/laH pacCMaTPUBAIOTCA B CJIEIYIOIIUE CPOKHU:

*ojsiexaniye HanpaBJICHUIO B IPYTUE OPraHu3alii U YUPEKIEHUS - B TEUCHUE S5 THE;
*Tpedytromue nHGopMaIuu U KOHCYJIbTallUU - A0 15 qHel; *Tpelyromue npoBepku,
W3Yy4YEeHUS U NpUHATHS Mep - 10 | mecsna. Cpoky UCITOIHEHMS TMCEM UCUHUCIIFOTCS CO JTHS
MOCTYIUICHUE UX B YUPEXKICHUE.

2.5. B Tex ciyyasix, Korjaa Jjisi pa3penieHust 3asaBiICHUS WU xKajl00bl HEOOXO0IUMO
JOTIOJTHUTENIBHOE

U3Yy4YEHUE, CPOKU UX PACCMOTPEHUS MOTYT OBITh B MOPSJIKE UCKIIOUYEHUS TPOIICHBI
pPYKOBOAUTENEM Y UpeKIeHUs, HO He OoJiee, YeM Ha OJJUH MECSII, C COOOIIEHHEM 00 3TOM
JMILY, IOJABUIEMY 3asBJICHUE WX Kallo0y, UM OpTaHu3allly, TiepeciaBiiell B YupexaeHue
MMCHMO TpaXKAaHUHA.

2.6. CpoKH UCIIOTHEHUS IMHCEM TPaXK/IaH, 110 KOTOPHIM HE0OX0AMMa IOATOTOBKA OTBETOB B



BBIIIECTOSIIINE OPTaHbl, MPOJJIEBAIOTCS TOJIBKO MOCJE COTJIACOBAHMSI C HUMU, C COOOIICHUEM
00 3TOM aBTOpY NHChMA.

3. KoHTpoJb Haj padoToii ¢ 00pameHussMHU IPasKIaH.
3.1. MUcnonnenue obpamieHui rpaxaaH KOHTPOJIUPYETCS C LENIbI0 YCTPAaHEHHUs HEJJOCTAaTKOB
B paboTre YupexxaeHus; OKa3aHUe MOMOLIM 3asBUTENISIM B YOBJIETBOPEHNUN UX 3aKOHHBIX
IpOChO WM BOCCTAHOBJICHUH HAPYIICHHBIX MPaB; BBISICHEHUS TPUHUMABIIHNXCS paHee Mep
110 OOpAILEHUSIM T'PAKIaH WM TOJYUYEHHsI CIIPABOK M0 BOIIPOCAM, C KOTOPBIMU OHH
oOpalarTcs HEOJTHOKPATHO; TIOTYyYEHHUSI MAaTEpUANIOB Ui aHAINU3a OOpalleHu 1
uH(pOopMaINH, a TaKKe 00ECIIEYEHHS] pACCMOTPEHUS UX B CPOKHU, TPABUIILHOTO U TOJTHOTO
PacCMOTPEHUSI COJEPKAITUXCS B HUX BOIIPOCOB.
3.2. IlopsiAOK MOCTAaHOBKYU NTMCEM HAa KOHTPOJIb OMPEAENSAIOT PyKOBOJAUTENb Y UPEKIACHUS U
HEMOCPEICTBEHHO ucnoyHuTeNnb(1). *IlocTynuBiime B YupexaeHue nuchbma rpaxiaH,
TPEOYIOIINX COOOIIUTH PE3YJIbTAaThl UX PACCMOTPEHUS, CTABATCA Ha KOHTPOJIb.
3.3.KoHTpoab OCYIIECTBISIOT pa0OTHUKH, OTBETCTBEHHBIE 3a JICJIONPOU3BOJICTRBO.
3.4.X0oa ¥ CPOKHU UCIIOTHEHUS MPEITIOKEHUI, 3asIBIICHUN U 7KaJI00 HAIOMUHAHUS
UCIIOJTHUTEIIAM, OOPMIIEHHE PA3pELICHHs Ha IIPOJUIEHNUE CPOKa, TOKJIa] PYKOBOJCTBY O
pe3yibpTaTax pacCMOTPEHHUS U
T. 1. QUKCUPYIOTCS MUCbMEHHO U NMPUKPEIUIAIOTCS K 0OpaICHHIO.
3.5. McnosHUTENM NUCEM IpaXk1aH TIATEIbHO aHAJIU3ZUPYIOT JOKYMEHTHI, IIOJy4YEHHBIE 10
pe3yibTaTam NPOBEPKHU Kajao0, AENalT 3aKII0YEHUE O KAUECTBE U MOJTHOTE OTBETOB Ha BCE
MOCTaBJIEHHbIE B HUX BOMPOCHI, B CIIy4ae HEOOXOUMOCTH 3alpalliuBaIOT JOTOIHUTEIbHY IO
MH(}OpPMAIUIO U BHOCAT MPEMIOKEHUS PYKOBOIUTENIO Y UPEKACHUS 110
COBEPILIECHCTBOBAHUIO YIIPABIICHHUS.
3.6. KoHTposb 3aBEpIIAETCS TOJIBKO MTOCIIE BBIHECEHUS PELICHUS U IPUHATHS
MCYEPIIBIBAIOIINX MEP
0 pa3pelleHuIo MPeII0KEHUs, Kalo0bl, 3asBlIeHUs. PelieHne o CHATUU C KOHTPOJIS
oOpalieH’il NpUHUMAET PyKOBOAUTEINb YupexaeHus. [Ipennoxxenus, 3asBIeHUS U Kal0ObI
IpaKJaH CUUTAIOTCS Pa3PEIICHHBIMU, €CIIH PACCMOTPEHBI BCE TOCTABICHHBIE B HUX
BOIPOCHI, IO HUM MPUHATHI HEOOXOJUMBbIE MEPBI, IaHbI HCUEPIBIBAIOILNE OTBETHI.
Opranuzanusi KOHTPOJIs,, 00€CIEYNBAIOIIETO
CBOEBPEMEHHOE, PABUIIBHOE U TIOJIHOE PACCMOTPEHHE MMHCEM U UCIIOJHEHUE PEIICHUN,
MPUHSATHIX TI0 MPEJIOKEHUAM, 3asIBJICHUSIM U jKaJio0aM rpak/iaH, BO3JlaracTcsl Ha
pabOTHHMKA, OTBETCTBEHHOTO 3a JI€JIOMPOU3BOJICTBO.

4. Ilpuem rpa:xnaas.

4.1. PaboTy mo opranusainuu nprema rpaxaaH npoBOJAUT pabOTHUK, OTBETCTBEHHBIHN 32
JEJIOMPOU3BOACTBO.
4.2. Ilpuem nmoceTuTeNel pyKoBOAUTENIEM Y UPEKIESHUs OCYIIECTBIISIETCS 10 Tpaduky.
4.3. PaOOTHHK, OTBETCTBEHHBIN 32 JEIONPOU3BOICTBO, AAET IpakIaHaM Pa3bsICHEHUS I10
MOJIHUMAEMBbIM BOIIPOCaM, MPUHUMAET MEPHI [0 UCTIOJIHEHUIO UX NMPOCHO, B Cllydae
HEO00XOIUMOCTH



MpUriamaeT pabOTHUKOB-CIEIIMAIMCTOB JIsl PEIIEHHUS BOIIPOCOB B 3aBUCUMOCTH OT UX
crielupuKH.

S. Opranusanus AeJ10NPOU3BOACTBA.
5.1. 1enonpon3BOACTBO N0 MPENTIOKEHUAM, 3asBICHUSAM U jKan00am rpaxxJaaH
OCYIIECTBIISIETCS paOOTHUKOM, OTBETCTBEHHBIM 3a JIEIOMPOU3BOICTBO.
5.2. [IpennosxeHus, 3asBICHUS U KaJIOOBI TpaXk/laH, KOIMHA OTBETOB HAa HUX U JTOKYMEHTHI,
CBSI3aHHBIE C UX pa3pelieHneM, GOpMHUPYIOTCA B JIeNia B COOTBETCTBUU C YTBEPKICHHON
HOMEHKJIaTypo#. JIOKYMEHTHI B 3THX JieJIaX PacloJliaraloTcs B XpOHOJIOTHYECKOM MOPSIKE.
Kaxxnoe npenioxenue, 3asiBI€HNE U 5kajo0a 1 BCe JOKYMEHTBHI 110 UX PACCMOTPEHUIO U
pa3pelIeHUIO COCTABIISIIOT B JIEJIE CAMOCTOATENBHYIO Tpyniy. B ciydae nmonmy4yenus
IOBTOPHOT'O NPEITIOAKEHUS, 3asIBICHUS, KaTOObI WJIM MOSIBICHUS JOIOJHUTEIbHbBIX
JOKYMEHTOB - IOJILIMBAIOTCS K JaHHOM Tpynie JoKyMeHToB. [Ipu ¢popMupoBanuu aen
MIPOBEPSIETCS MPABUIIBHOCTH HAIIPaBJIEHUS JOKYMEHTOB B J1e10. HenpaBuiabHO
0(OpMJIEHHBIE TOKYMEHTHI MOIIMBATE B J€JIa 3alpeIiaeTCs.
5.3.Jlena ¢ maTepuanaMu nepenucky (MMCbMEHHbIE OOpaIIeH s, OTBETHI, HH(POPMALIHS
00pa30BaTENbHOrO YUPEKACHUS U AP.) XPAHATCSA B TEKYIIEM JEIONPON3BOCTBE.
5.4. XpaHeHue el ¢ NpeIoKEHUAMH, 3asBJICHUSMU U jKajl00aMu Tpaxk/iaH U T0KyMEHTaMU
10 UX HUCIIOJIHEHUIO OCYLIECTBIISIETCS B CIIPABOYHBIX M IPYTUX LIEISX.
5.5. IIpu yxoze B OTIYCK, OTh€3/1€ B KOMaHAUPOBKY WM YBOJIbHEHUHN paOOTHUK 00s3aH
NepeaaTh Mo yKa3aHUI PYKOBOJIUTENS BCE HAXOIAUIMECS Y HETO HA UCIIOJTHEHUH THUChMa
IpaKJaH ApyroMy pabOTHHUKY, C TEM YTOObI ObUIH MPUHSATHI MEPHI K UX CBOEBPEMEHHOMY
pa3penIeHuIo.
5.6.BHOBB npuHATHIE PAOOTHUKH 00513aHBI 03HAKOMUTHCS C HACTOSIIEH HHCTPYKLUEH.
5.7. Cpok xpaHeHHUs 3asIBJICHMUSI, IPEIIOKEHUS WU 7Kallo0bl TPaXKIaH U JOKYMEHTOB,
CBSA3aHHBIX C UX PACCMOTPEHHUEM M pa3pelIEHUEM - IATh JIeT. [1o ncreuennn
YCTaHOBJIEHHOT'O CPOKA XPaHEHUs JOKYMEHTHI TO MPEAJIOKEHUAM, 3asBICHUSIM U jKan00am
rpakKJIaH NOoJJIeKaT YHUUYTOKEHHUIO B TIOPSAIKE, ycTaHaBIMBaeMoM DenepanbHOl apXUBHON
cinyxx00i Poccun.
5.8.JInuHast OTBETCTBEHHOCTH 34 COCTOSIHUE JEJIONPOU3BOICTBA IO MPEMIOKEHUAM,
3asIBJICHUSM U KaJlo0aM rpaxkJaH U COXPaHHOCTh JOKYMEHTOB BO3JIaraeTcs Ha
PYKOBOAUTENS Y UPEKICHUS.

6. AHasm3 padoThl ¢ NPeI0KEHUSIMH, 3aSIBJICHUSIMH U KAJI00aMU I'PaKIaH.
JIOOKHOCTHBIE JIMLIa CUCTEMATUYECKU aHAJIM3UPYIOT MMCbMEHHbIE OOpalleHusl TpaKaH,
coJiepKallrecs: B HUX MPaKTUYECKHUE 3aMEYaHUs C LIeJIbI0 CBOEBPEMEHHOTO BBISIBICHUS U
YCTpaHEHUS
MIPUYHH, TOPOKAAIOIINX HAPYIICHHUE MPAB U OXPaHAEMbIX 3aKOHOM UHTEPECOB IpaXK/aH,
0000111a10T
NpeJIOKEHUS, MPUHUMAIOT MEPHI [0 CHIYKEHUIO KOJIMYECTBA 5Kaji00, YMEHBIIICHHIO
MOBTOPHBIX OOpalIeHHIT; BHOCAT PyKOBOJICTBY MPEIOKEHHUS [0 COBEPILIEHCTBOBAHUIO
paboTHI.



